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Overview

• Monthly Report Validation (Due 5th of 
each month):
• QA Process

• Temperature Recording Form (EC-105) 

• Temperature excursion form

• Vaccine Loss Report (if applicable)

• Received Vaccine Orders (if applicable) 

• TVFC Vaccine Transfers Form (EC-67) (if 
applicable) 

• TVFC Vaccine Borrowing Form (EF11-14171) 
(if applicable) 

• Doses Administered Report

• Monthly Biological Report (C-33)



QA Process 

Monthly Biological Reports

• Monthly vaccine management and 
reporting is required in Electronic 
Vaccine Inventory (EVI) system 
regardless of whether an order is 
submitted or not.



Temperature Recording 
Form

Temperature Recording Form (EC-105), including: 

• Refrigerator Fahrenheit (EC-105RF); 

• Refrigerator Celsius (EC-105RC); 

• Freezer Fahrenheit (EC-105FF); 

• Freezer Celsius (EC-105FC); 

Validate fields are legible and complete on all pages:

1. Month/Year

2. VFC PIN

3. Facility Name

4. TVFC Coordinator
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Temperature Recording 
Form

Validate fields are legible and complete:
• Staff initials
• Exact time
• Min/Max Temp
• Acceptable temperatures
• Action for any out 

of range temps
(if needed)



Temperature Recording 
Form

• All fields must be complete:
• PIN 

• Designate refrigerator or freezer

• Date & time of event

• Storage unit temperature

• Temp when discovered

• Min/Max temp

• Room temperature

• Person Completing Report (name, title, 
date)

• Description of event

• Action taken

• Results

Temperature Excursion Form 

(EC-105 Page 3)



Temperature Excursion Form 
Example (Complete)



Temperature Excursion Form 
Example (Incomplete)



Temperature Excursion

Temperature Excursion Process

Ensure provider is following steps below:

• Place vaccines in a Vaccine Quarantine Bag 
and label vaccines as “DO NOT USE” 

• Store vaccines in a unit where they can be 
kept under appropriate conditions 

• Generate a report from the data logger

• Contact:
• Vaccine manufacturer, obtain documentation 

for the viability of the vaccine

• Responsible Entity to report the 
manufacturer’s vaccine viability determination



Temperature Excursion

Temperature Excursion Process

Ensure provider is following steps below:

• Complete the Vaccine Storage 
Troubleshooting Record attached to the 
Temperature Recording Form. 

• Request a new temperature log 
showing in-range temperatures

• Review manufacturer reports with 
provider 



Vaccine Loss
(if applicable)

Policy:

• Vaccine loss must be documented on a 
Vaccine Loss Report (VLR) 
electronically in EVI no later than four 
days past the date of the expiration or 
incident(s). 



Vaccine Loss
(if applicable)

QA Process:

• Check for expired vaccine
ITEAMS Inventory Tab

• Check for vaccine loss report 
submission 
ITEAMS Provider Wasted/Expired Tab



Vaccine Loss
(if applicable)

QA Process:

• If expired vaccines found in inventory:
• Contact provider and provide education

• Remove expired vaccine from inventory.

• Have the provider complete the vaccine loss 
report in EVI.

• Ensure documentation for vaccine loss is 
submitted to the responsible entity.

• Responsible entity sends the signed vaccine 
loss report via email to: 
VLR@dshs.texas.gov.

• Follow-up with provider until VLR is 
received.

mailto:VLR@dshs.texas.gov


Receive Vaccine Orders
(if applicable)

QA Process: ITEAMS

• Confirm vaccine orders are received in 
the Past Orders tab:
• If vaccine orders are in Shipped or Packed 

status:

• Check progress of the vaccine order:

1. Click Past Order tab

2. Double click on order line item 

3. Click on Order Header Inquiry

4. Click on Customer Dispute

• View Date/Time and Transaction Name 
column to see updates



Receive Vaccine Orders
(if applicable)

QA Process: ITEAMS

1. Click Past Order tab

2. Double click on order line item



Receive Vaccine Orders
(if applicable)

QA Process: ITEAMS

3. Click on Order Header Inquiry:



Receive Vaccine Orders
(if applicable)

QA Process: ITEAMS

4. Click on Customer Dispute

• View Date/Time and Transaction Name column to see 
updates



Vaccine Transfers
(if applicable)

QA Process:
• All vaccine transfer forms must be complete 

and received.



Vaccine Transfers
(if applicable)

QA Process:
• Ensure all fields are complete:

• All vaccine transfers MUST be approved by 
DSHS HSR.

The routine re-distribution of TVFC 
vaccine is not allowed. 



Vaccine Borrowing
(if applicable)

Policy:

Vaccine borrowing is the utilization of TVFC 
vaccines as a replacement system for filling the 

vaccine needs of non-TVFC eligible patients. 

• Educate provider about borrowing policies.

• All vaccine borrowing documentation MUST be 
submitted to the responsible entity within 24 
hours.

• Follow-up with the provider until all vaccine 
doses are replaced and accounted.

• Keep documentation for 5 years.



Vaccine Borrowing
(if applicable)

QA Process:
• All vaccine borrowing forms must be complete 

and received within 24 hours.



Vaccine Borrowing
(if applicable)

QA Process:
• Ensure all fields are complete:



Doses Administered

QA Process: ITEAMS 

• Doses Administered tab:
• Verify report was completed

• Check the Date/Time column to confirm 
reporting month.



Monthly Biological 
Report (C-33)

QA Process: ITEAMS

• Physical inventory count

• Check for report submission date

• Confirm there are not negative values present 
in the “Total (includes reserved)” column

• If negative values are found, contact provider 
to correct errors:

• Doses administered not reported for 
current/previous month (correct EVI Doses 
Administered History)

• Miscount of current inventory (correct EVI C-33)



Other QA Options

QA Process: ITEAMS 

• Transactions tab:
Verify doses administered and vaccine 
inventory report were submitted

• Date/Time column to confirm submission

• Transaction Type Description



Summary

Provider Manual Policy:

On the 5th of each month, the following 
documents must be completed and 
submitted to the Responsible Entity. 

• Temperature Recording Form (EC-105) 

• Vaccine Loss Report (if applicable) 

• TVFC Vaccine Borrowing Form (if 
applicable)

• Monthly Biological Report (C-33) 

• Any other reports or required documents 



Questions?



Thank you!
Denise Starkey, MPH, MA

Denise.Starkey@dshs.texas.gov

mailto:Denise.Starkey@dshs.texas.gov

